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ApCCHES CaNTuk

PROBLEMD

The survey of the Records Center brought to light several problems as follows:

Trensportation - bDifficulty has been experienced in obtaining iransportation
For the transier of records when needed. Thus, on several occasions the use
of personal cars has been necessary to carry out priority aessignments in the
retirement of records to the Center. Arrangemenis whereby a light truck or
stetion wagon be made available to the Center op a given schedule would be
helpful. 4n effort will be made to determine this possibility.

Reproduction =~ The equipment used for developing prints made by the photo-

copy process is not dependable in providing propsr photographic guality and
legibility. The experience of the Printing and Reproductlon Livision will

be obtained to overcome this deficiency.

The ogzalid equipment is being used to furnish a reproduction service to
ecertain sources in FLL. Lengthy reports ranging from twenty to 240 pages
in volume have been reproduced in four copies at the Center., An examination
of the Center's monthly produetion report tends to confirm that spproximately
11,000 ogalid copies for other than information reports were reproduced in
the month of February. An sdministrative determination requiring either a
report of justification for the performance of the work or the transfer of
the work to the Reproduction Plent should be made,

Security - No definite conirol exists on intra-ageney requests for supplemen=
tel distribution of published reports, i.e. on a need to know basis. Tor a
brief pericd in the past a memorandum request inecluding the Jjustification
therefor was required. At present, a list of names of authorized persons

is maintained for control purposes, i.e. via verification. Requests arc re=
ceived via telephone or memorandum. The reporis are dispatched with s courler
receipt which doss provide a record. The responsible employee states thal

he complies with telephonic requests if he knows the persons calling. Is

it essential to establish a firm "necedeto-know! basis for each request? Fur-
ther study will be made to deterrine the nesd of a definite policy on this
guestion.

Monthly Production Report - Tiscussion with the Chlef of fiecords Center dis-
elosed the advisability of revising the format used in preparing the monthly
produetion report. Research will be made to determine the fessibility of
econverting the present improvised verticel method to ore comstructed along
more practical lines, reflecting Center activity on a horizontal basis such
g8: On hand - Receiwed -~ [ispatched - Processed - Destroyed, etc. Balance
on hand.
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Returned Published Heports - The return of published reports after initial
Gistiripution has been & continuing problem at the Genter in the past. Some
rellef has been obteined in recent montha through collsboration of the
Lisison Tivision, CCD, and the Printing Advisory Staff, 008, in establishing,
a2s fead'ble, predeternined needs of both IAC end non~IAC agencies on RIS, and
thus preclude the distribution of unwanted copies. Notwlithstending, the AAF
returned spproximately 600 cubie feet of WIS in the month of January 195k,
alone.

Copy of a memorandum dated 3 Varch 195k to Assistsnt Lirector, ACD, from
Chief, T/B/RR Subjecis "Heturn of KIS %o Records Center," follows as au
atbtachment to this TAB to show the latesl developments together with pro-
posed plans to solve the problem.

D
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3 March 195h
HEMCRANDUM FOR: issistant tirector, OCD
THRU AD/ORR
FROM: Chief, D/B/RR
SUBJECT: Return of XIS to Records Center
REFERENCE: Memorandum for Chief, Lisison Divieion, OCD, and

chief, T/B/RE, from Chief, General Services Office,
deted 19 Cctober 1953, subject: PReport on HNIG
Returned to the CIA Records Center.™

1., Attached as Tab & is a summary of the Report on NIS Returned
to the CIA Records Center which accompanied the reference memorandum.
the following significant facts were disclosed with respect to these
returns:

8¢ A total of 1821 NIS elements were returned during the
quarter ending 30 September 1953, which is equal to 33% of the
number of elements disseminated during this same period (50,000).

b, Of the totel elements returned 1h28 (79%) came from
19 different offices in CIA.

c. Only 289 (15%) of the clements were returned from TAC
kgencies, and the other 10k elements (&) were returned from
various other govermmental offices,

2, Tt is spparent that the major corrective action is necessary
within CIA in the first instance since more than three-fourthe of all
returns came from within this Agency. With respect tc this problem
in other Agencies, the NIS Commlttee maintains a continuing surveillance
of ¥IS requirements and dissemination., The low percentage of returns
in relation to the number of new elements distribated (abcut % of 17}
ig close to the irreducible minimum resulting from ever fluctuating
raguirements.
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SUBJECT: Return of ¥IS to Records Center

3. & study of the situation in CIA has led o the conclusiocn
that the excessive returns within the igency are due in large part
to the practice of distributing all published NIS directly to
individual offices, rather than disseminating unly certain elements
selected on the basis of the immeciate requirements of these oifices.
This practice has resulted in many elements belng returned te Hecords
genter when it is found that they are not relevsant to projects
eurrently in process. 1Lt has also been common practice in some offices
to call for NIS elements in supplemental dissemination, and then return
them to Hecords Center when they have served thelr purpose.

4. 4 solution to the problem, which has been discussed al some
length with | f your office,
all of whom coneur in the feasibllity of tbe plan, appears Lo be the
expension of library service on NIS to the extent necessary to meet
requirements within the Agency, whith would permit the discontinuvance
of cirect cissemination to the various offices and thereby remove the
cause for the greater part of the RIS returns. Further, conveniently
located reference centers containing complete sets of all published
NIS will afford users an opportunity to utilize all of the various ¥IH
elements in their research, This will greatly incresse the usefulnsss

of the ¥IS, since topics which are glven primary treatment in one element

ere piven related treatment in merny other elements, and unless all are
available for reference important informatlion might be overlooked.

5. It is requested, therefore, thet OCD take such action as is
necessary to implement the NIS library service plen in Cla.

Attacbment:
Tab &

D/B/RR

Distribution:
Orig % 1 - sddressee
1 - AT/0ORR
1 - Hecords Mgmt
1=~-1/B
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SURVEY OF NIS HETURN:D TO R&CORD CENTER

Consolidated Figures = Cuarter Ending 30 Sept. 1953

Nusher of
Returned Froms clements
TAB/TR/S 199
TR, 1
Fi i2
234 31.:}.
/] /
P ?L
RE/L/GG 1
n/é./}m &
GRH 116
0571 £
o /c ::i:
PRID Z
D 8
S — 712
LD/CD 85
D 39
"M, 0I5 a7
0cT 10h
LIFRARY 25
Fotal C1k Offices 1,428
S tate 175
Office of Lef.
Mobilization 3
ORT 1
USAF 3
nWeather Rursaun 10
WA 7
Gec. of Tef. G
US AEC 51
ue TA 112
Fotal Nutcide Agencies 371
Unknown 2
Review from
Reproduction 20
TGTAL RETURNED 1,821
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